
Straight Renewal 

From the Home screen, select Applications and click IRP. 
 

 
 

 



 
 
Select Process, select Fleet and click Renew Fleet. 

 



 

The Supplement screen will display with your IRP Account number in a protected field.    

Click Proceed. 

 
 

 



 
 
Your customer information will display in protected fields. The tabs in the menu will turn 
green to let you know what process you are performing.  
 
Click Proceed. 



  

The Customer Detail Verification screen will appear.    

Click Proceed. 

 



 

The Fleet Detail screen will appear. Informational messages appear at the top. All 
required fields must be completed. Make sure that you click the Mailing Address tab to 
complete all information.  
 
Remember to update Insurance Policy information. 

Click Proceed. 



 

The Fleet Detail Verification screen will appear.    

Click Proceed. 



 

The Distance Detail screen will appear. Last year's jurisdictions will appear in red.   
Update Jurisdiction mileage 

Click Proceed. 

 
 



 

The Distance Detail verification screen will appear.    

Click Proceed. 



 

The Weight Group Detail screen will appear.  

Click Done. 



 

The Renewal Vehicle Processing screen will appear.    

Click Done. 
 



 
 
The Submission screen will appear. The Submission screen allows you to attach all the 
required documents that are needed to receive credentials.    
 
Select the Fleet you are renewing.   
 



 
 
Enter the VIN and select the document type. This drop-down will list all the documents 
required for this vehicle.   
 
Click Browse to find the document, for example; liability insurance; lease contract, etc. 
These documents must be PDF or image files.    
 
Click Upload.    



 
 
The document file will appear in the Vehicle Document section.  
 
After all documents have been uploaded, Click Submit.    
 
This will send your documents to the Georgia Department of Motor Vehicle; IRP Section 
for review and approval. 
 
This is Very Important! Once the documents are submitted, there is nothing else for you 
to do at this time.    
 
Click Quit.    



 
 
After the documents have been reviewed and approved, you will receive an email within 
2 to 3 business days, informing you that your Supplement has been approved. 
 
Once you received the email, you can log back into the system to complete the process.     



 
 
Select Applications. 
 
Click IRP.    



 
 
Click the In Progress tab.    
 



 
 
Click Proceed to find the supplement to complete. 
 



 
 
The Billing Details screen will display.  All fields are protected. 
 
Click Proceed.    
 
Your bill will be calculated. This may take a minute so be patient.  
 
The system will populate the fields with the fee amounts. 
 
Click Proceed.



This will generate a Summary Page, Fees by Jurisdiction, and an Invoice. These are 
PDF documents and should be saved and printed for your files. 
 

 
 
Close the documents.    



 
 
 
The Payment Details screen will display.    
 
Click Proceed.  



 
 
From the Payment Verification screen, you can continue with the payment or add to the 
cart. Both options add to the cart but if you click the Add To Cart button, you can return 
later to complete the payment.    
 
You will not get your credentials until the payment is complete. This example will 
continue with the payment.   
 
Click Proceed. 
 



 
 
The Cart Verification Screen will display.  
 
Click Proceed. 
 



 
 
  
Click Proceed.



 
 
Credit Card and E-Check are the acceptable forms of payment for web customers.    
 
This example will demonstrate a credit card payment. 
 
Click Credit Card.    
 
You will now be transferred to Official Payments site that will open in a new window.    



 
 
Complete your credit card information and continue until the process is complete.     
 
After the payment is processed, you can print the receipt. Official Payments will also 
send you an email.    
 
Click Continue.    
 



 
 
You will return to the IRP System with a message that your credit card payment was 
done successfully.    
 
Close the window.    
 



 
 
You are now back on the payment screen that shows your amount paid.   
 
Click Proceed. 
 



 
 
Click Proceed to apply the credit card payment to the supplement. This will complete the 
process and generate your credentials.    



You will get a Payment Receipt and an Apportioned Cab Card. 
 

 
 

 
 
 
 



Close the window and return to the screen with a display of informational messages 
letting you know when to expect your remaining credentials. 
 
  

 
 
 
You have now completed a Straight Renewal. 
 
 
 
 
 


